
 
 

 
Denton County Courthouse -on -the -Square circa 1900  

 

VOLUNTEER HANDBOOK 
Denton County Office of History & Culture 110 W. 

Hickory, Denton, TX 76201 ð 940-349-2850 
http://www.dentoncounty.com/chos  

http://www.dentoncounty.com/chos


 
 

Denton County  
Office of History & Culture  

 

 
Section 1:  

Office of History & Culture Information  

Contents  

Welcome  

Denton County Office of History & Culture Mission Statement  

Museum Mission Statement  

History of Denton County Museums  

Introduction to Denton County Museums  

Contact Information  

Hours of Operation  

Staff  



 
 

Welcome from the Director  

Thank you for volunteering as a docent for the Denton County Office of History 

& Culture !  Helping history come alive is our mission, and we are excited and 

proud of our restored Courthouse and Historic al  Park. We are proud to have you 

as part of our team and look forward to watching you experience enjoyment, 

enrichment and personal satisfact ion as a volunteer ! 

Denton County Office of History & Culture Mission Statement  

The mission of the Denton County Office of History and Culture is to enhance the 

quality of life of residents and visitors through educational programs that 

acquire, preserve, protect, promote and interpret the history and culture of 

Denton County.  

Our vision for the Denton County Office of History & Culture  is the culmination of 

a process of self -reflection and discovery that is rooted in and inspired by our 

enduring core purpo se and values.  At the same time, it strives to capture our 

imagination and challenge us with bold aspirations.  To that end, Denton 

County has  several  facilities that present cultural interpretation including the 

Courthouse -on -the -Square Museum and two ho uses at the Historic al  Park of 

Denton County , the Bayless -Selby House  and  the Quakertown House .  In 

addition the Denton County Office of History & Culture  has off -site exhibits in 

various Denton County Buildings.  

Museum Mission Statement  

The mission of the  Denton County Museums is to acquire, preserve, and interpret 

cultural and historical collections relating to Denton County, Texas, and to make 

them available for the benefit of residents and visitors.      

        

History of the Denton County Museums  

The Courthouse -on -the Square Museum  officially opened in April 1979  after the  

museum had started collecting  artifacts  in 1978. All museum artifacts, however, 

did not remain there .  A dispute over leadership  led to a 1998 lawsuit in which a 

county probate judge  divided the collection between Denton County and the  

newly -formed private Denton County Historical Museum Inc., Half of the artifacts 

were exhibited in the  museum on the Square while the other half were exhibited 

by Denton County Historical Museum Inc. ho used at the factory outlet mal l at 



 
 

Interstate 35 and Loop 288.   In 2009, Denton County Historical Museum Inc. 

merged with the North Texas History Center and Farm Museum in McKinney  in 

Collin County.  Officials at the time said the move to McKinney would create a 

better regional museum , but  that regional museum never got the necessary 

funding to stand on its own.   The Denton County artifacts were then  in the hands 

of  the Collin County Historical Societ y and Museum  who reached out to Denton 

County officials to discuss transferring the artifacts back to their possession in the 

fall of 2015 .  They were returned in 2016.     

The Denton County Historical Park  began  in 1998 after Denton County Historical 

Commi ssion member Mildred Hawk, who held Denton heritage in high regard , 

donated a house  she had bought in auction  to the Denton County Historical 

Commission. The Bayless -Selby House became the first historic structure to be 

moved to the  new Historical Park which was dedicated for the preservation and 

interpretation of Denton Countyõs architectural heritage.  Three years later, w ith 

the restoration  of the Bayless-Selby House  Museum , the Historical Park officially  

opened in 2001  and  was fo llowed by the restoration and dedication of the 

Quakertown House in 2008.    

Introduction to the Denton County Museums  

The Denton County  museums tell the story of life in Denton Countyõs earliest 

days.  The 1896 Courthouse -on -the -Square Museum provides visi tors with rotating 

exhibits of the countyõs rich heritage.  Denton Countyõs Historical  Park, located 

just three blocks southwest  of the Courthouse -on -the -Square , is home to  the 

Bayless-Selby House and the Quakertown House .   The Bayless and Selby 

familiesõ Victorian home  has been restored and gives the visitor a glimpse of life 

prior to 1908.   The Quakertown House  tells the unique story of the Quakertown 

people who settled in the City of Denton after they were freed fr om slavery.   

 

Hours of Operation  
 

Co urthouse -on -the -Square Museum  

Monday -Friday :   10-4:30  

Saturday:    11-3 (closed on  holiday weekends)  

 

Historical  Park 

Summer Hours:  Tuesday - Saturday:  10-2 (closed on  holiday weekends)  

Winter Hours:  Wednesday - Saturday:  10-2 (closed on holiday weekends)  

 



 
 

STAFF 

 

Kelsey Jistel, Joe Duncan, Gretel LõHeureux, Kim Cupit 

Peggy Riddle, Roslyn Shelton  

Staff Contact Information   

Museum Director        Peggy Riddle   (940) 349-2852 

Assistant Director      Roslyn Shelton  (940) 349-2860  

Curator of Collections     Kim Cupit    (940) 349-2853 

Curator of Exhibits      Joe Duncan    (940) 349-2859 

Curator of Ed.Programming    Kelsey Jistel   (940) 349-2850  

Volunteer / Tour Coordinator    Gretel LõHeureux  (940) 349-2854                

 

Peggy.riddle@dentoncounty.com     kim.cupit@dentoncounty.com  

Roslyn.shelton@dentoncounty.com                        Kelsey.jistel@dentoncounty.com  

Gretel.lheureux@dentoncounty.com                     Joe.duncan@dentoncounty.com  

  

 

Contact Information:   Main Museum Office  (940-349-2850) 
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IMPORTANCE OF VOLUNTEERS 

 

Volunteers contribute a variety of skills and experience and play an integral part 

in the Museumõs success in achieving its mission.  Volunteers actively participate 

in and support customer service, admini stration and public programming  

contributing over five thousand hours of service.  

 

EXPECTATIONS 

 

The museum is dedicated to public service as reflected in the values of 

excellence, accessibility, relevance, diversity and leadership.  Volunte ers are an 

inte gral part of a  team effort in working with the staff to accomplish these 

values.  Basic expectations for all volunteers include:  

 

Providing extraordinary customer service  ð All volunteers are a key component 

in promoting a positive experience for all visitors.  In all encounters, seek ways to 

enhance the visitor experience, exceed expectations and make all feel 

welcome.  Volunteers are often the first contact in the museum  and, therefore, 

set the stage for the entire visit.  

 

Acquiring knowledge  ð Volunteer should know the  museum õs mission, structure, 

historical content and policies both by completing New Volunteer Orientation 

and through ongoing enrichment opportunities.  

 

Learning and sharing knowledge  ð Sharing knowledge  with other volunteers to 

enhance the visitor experience  is encouraged.   

 

Promoting a passion for Denton County culture and history  and s erving as an 

advocate for the Museum within the community  

 

THE MUSEUM PROVIDES:  

 

1) Orientation to the background, operations, and procedures of the 

organization  

 

2)  Training and encouragement to prepare  for prospective roles  

 

3) Opportunities for enrichment to apply talent and skills effectively  

 

4) A friendly, safe, non -discriminat ing environment that maximizes personal 

gratification and includes volunteers in relevant decision - making 

processes  

 



 
 

TRAININGS & WORKSHOPS 

 

NEW VOLUNTEER ORIENTATION & TRAINING 

This training provides all new volunteers with a general overview of the Office of 

History & Culture, the Courthouse  and the Historical Park.  The orientation 

process ensures that volunteers are provided w ith essential information about  

their work and role for the organization  along with the County policies . 

 

TOUR WORKSHOP 

Tour workshops are held twice a year in the spring and fall for all volunteers 

involved in giving tours either as a docent leading a group from station  to 

station or a docent imparting informat ion at a particular òstationó.  If you are a 

new volunteer, opportunities are available to òshadowó other docents to 

become familiar with the setting and tour .  Tour procedures  are discussed  and 

new tour scripts  are presented .   We welcome your input as we strive to build on 

our success and make them more meaningfu l each year.  

 

VISITOR SERVICES WORKSHOP 

The Visitor Services Workshop is for those  volunteering for docent shifts at the 

Courthouse and Historical Park.  If you have a regular docent shift or volunteer 

as a sub (or think you might be interested in doing so ), the information shared 

and imparted will be most valuable and help you feel comfortable in greeting 

and servicing our visitors.    

 

TRAVELING MUSEUM WORKSHOP 

Traveling Museum Workshops are for  volunteers who like presenting history in 

front of a group.  Presenters travel in their own cars taking artifacts and a power 

point presentation to schools, nursing homes and various community groups  

throughout Denton County .  New volunteers òshadowó current presenters.   

 

COLLECTIONS /  RESEARCH / ORAL HISTORY TRAINING 

Collections and Research trainings are arranged  by the Volunteer Coordinator  

on an individual basis with either the Curator of Collections or the Director.   

Various projects appear on an on -going basis and plenty of opportunities are 

available for  those who like to enter data into a computer, interview and 

transcribe an oral history or take on a major research project.  
 

ONGOING TRAINING: LECTURES, FIELDTRIPS & TEA & HISTORY 

Ongoing training is available by attending Courtroom Lectures at the 

Courthouse -on -the -Square , going on docent fieldtrips to  historic sites or 

participating in Tea & History , the 2 nd  Monday of each month , at the Bayless-

Selby House at the Historical Park.   

 

 



 
 

DOING THE JOB 
 

Volunteers are expected to:  

 

Come on time.    

Notify us by e -mail  if you will be late or absent.  

Wear your volunteer name badge . 

Attend Volunteer Orientation and workshops that pertain to your interests.  

Dress appropriately  and follow  county guidelines .*  

Follow emergency procedures. *   

*Emergency procedures and county policies are on the  following page s. 

 

 

VOLUNTEER SUPPORT 

 

Volunteer Coordinator  

 

The Volunteer Coordinator serves as the primary support, liaison and advocate 

between the Museums and its volunteers.  All volunteers are supervised and 

report directly to the Volunteer Services Coordinator with any questions, 

suggestions or concerns.  If the Volunteer Coordinator is not available, please 

contact the Director.  

 

Project Supervisor & Job Description  

 

Your pr oject supervisor is your direct supervisor on any project you have 

undertaken and will give you the basic training you need.   For some projects, 

you may  develop the skills necessary over a period of time in order to complete 

the project.  A start date and  end date may  be established  for some projects .   

 

Job Descriptions state the position, the name of the supervisor, t he objectives, 

responsibilities, qualifications, what training is needed and the amount of time 

required.  A set -schedule each week with he lp keep the project moving toward 

completion.  

 

 

 



 
 

EMERGENCY PROCEDURES 

 Fire  

 

Call 911 (9 -911 on county telephones).  When fire alarm sounds, evacuate 

immediately.  Do not use elevators in case of fire.    Do not enter smoke -filled 

stairwells.  If trapped in a smoke filled area, stay near the floor.  A fire 

extinguisher is located in the cabinet next to the elevator.  

Tornado Warning   

 

If a tornado warning has been issued for Denton County, take shelter 

immediately.  Move to pre -designated shelter areas.  If  you are outdoors, seek 

shelter in the courthouse basement.  

Shooting  

 

Run!  Hide!  Fight!  

Here is the active shooter video link: 

https://www.youtube.com/watch?v=p4IJA5Zpzz4  

Vandalism  

 

Report the incident to the Museum Staff or Security Guard on duty.  Call 911 (9 -

911 on county telephones) if it is an emergency situation.  

Medical Emergencies    

 

Call 9 -11 (9-911 on county telephones) and give the following information: 

identify yourself, the locatio n and address, the location of the patient, the type 

of injury or symptoms of illness if known.  Unless trained in CPR or first aid, do not 

attempt to give aid.  There is an automated external defibrillation (AED) located 

in the interior hallway of the toi let area on the first floor. Designate a person to 

meet medical responders at the door and direct them to the scene.  

 

 

 

 

https://www.youtube.com/watch?v=p4IJA5Zpzz4


 
 

SUBJECT: GENERAL GUIDELINES  
  
TITLE:  EMPLOYEE PERSONAL APPEARANCE  
  
  
I. POLICY  

  
All County employees are responsible for maintaining a neat and appropriate personal appearance 

at all times. 
  
II.  PROCEDURE 
  

A.               All employees, regardless of work location and the presence or absence of public contact, 

are expected to dress appropriately and in good taste and are expected to maintain good 

personal appearance and high standards of personal hygiene at all times. 
  

B.             County departments may develop more specific dress codes in order to clearly 

communicate the expectations for dress in their work place and/or function. 
  
C.            Failure to meet the standards communicated in departmental dress codes will be 

interpreted as a violation of this policy and may be subject to disciplinary action.  

 
 

 
SUBJECT:    GENERAL GUIDELINES  
  
TITLE:          USE OF TOBACCO/VAPOR DELIVERY DEVICES POLICY 
  

I.              POLICY  

Denton County supports the health and wellness of employees and officials by discouraging the 
use of tobacco products and vapor delivery devices, which can be harmful to your 
health.  Tobacco and vapor delivery devices are prohibited in County facilities and vehicles.   

II.            DEFINITIONS   
A.      Tobacco -Tobacco products include but are not limited to: cigarettes, cigars, cigarillos, 
pipes, chewing tobacco, snuff, dip, and loose tobacco smoked via pipe, hookah or hand rolled 
cigarettes. 

  
B.      Vapor Delivery Device - Any device that allows a user to inhale nicotine or vapor, or that 
is capable of delivering nicotine in a vapor form, such as an electronic cigarette or a vapor 
cigarette. 
C.      Employee - Any person who is employed by the County for direct or indirect monetary 
wages or profit. 

III           AUTHORITY  

        Commissioners Court has final authority to designate areas in County facilities as "smoking" or 
"non-smoking" areas. 

IV.          COUNTY FACILITIES & VEHICLES 

A.      Prohibited Areas 



 
 

A person commits a violation if he/she uses tobacco or vapor delivery devices in any of the 
following areas: 

1.    Inside any county-owned or leased building or facility. 

2.    Outside the main entrance to any county-owned or leased facility. (Unless otherwise     
noted) 

3.    Inside any county-owned or leased vehicle. 

B.       Designated Areas 

The Commissioners Court may designate specific areas outside county-owned or leased 
buildings or facilities in which tobacco and/or vapor delivery devices are not 
prohibited.                                                                                                                                    
                  

 The following buildings/facilities have designated areas:  

1.       Courthouse-on-the-Square ïnorth side basement stairwell.  

2.       Denton County Courts Building ïeast side door entrance.  

3.       Joseph A. Carroll Building ï east side entrance.  

4.       Denton County Jail ï front porch area; east side entrance  

5.       Sheriffôs Office ï west side entrance  

6.       The Colony Annex ï southwest sidewalk  

C.       Applicability 

This policy shall apply to all employees, officials and volunteers of Denton County, those who 
perform services for the County as salaried employees of other agencies, and to any member 
of the general public obtaining access to any County facility. 

D.      Violations  

Any employee committing an act in violation of section IV of to this policy shall receive 
disciplinary action in accordance with established Human Resources Policies.  

A member of the general public committing any act of violation to this policy shall be warned 
of violation. Should such person continue to violate this policy, the person shall be removed 
from the County facility by the Sheriffôs Department and/or the Constable appointed in the 
particular Justice of the Peace/Constable Precinct. 

E.       Responsibilities of Facilities Manager  

1.       The Facilities Manager shall be responsible for placement of proper signs at 
building entrances, in restrooms, and in other     designated locations. 

2.       The Facilities Manager shall be responsible for providing an approved 
selection of uniform signs. 

3.       The Facilities Manager shall be responsible for placement of ashtrays at the 
designated smoking areas. 
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